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PREFACE

Thispamphlet ispublished aspart of theCommissioned Cor psPersonnel Manual (CCPM) of thePublic
Health Service (PHS). It isprovided for informational purposes only and is not an official policy
document. Inthecaseof any conflict between theinfor mation provided herein and theofficial policy
INSTRUCTION in the CCPM, thelatter will bethe controlling authority.

This pamphlet also provides information on procedures and officers responsibilities incident to
requestingvarioustypesof leavesuch assick, annual, administr ative, station, leavewithout pay, absence
without leave, and court leave. It also providesguidanceto supervisors, program managers, leave-
grantingauthorities, and leavemaintenanceclerksand assiststhemin theperfor manceof dutiesrelating
to the administration of leave programsfor commissioned officersof PHS.

TO ORDER ADDITIONAL COPIESof thispamphlet, administrative officer sand/or leave-granting
authorities should submit awritten request to:

Division of Commissioned Personnel/HRS/PSC
ATTN: Office of the Director
5600 FishersLane, Room 4A-15
Rockville, MD 20857-0001

Therequester must include his’her name, return address, telephone number, and quantity desired.
Commentsor questions concer ning this guide should be forwarded to the address, above, as well.
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INTRODUCTION

Thepurposeof thisguideistoassist officer stounder stand their leavesystem, and toassist supervisors,
program managers, leave-grantingauthorities, and leavemaintenanceclerkstoperformdutiesrelating
totheadministration of leave programsfor commissioned officer sof thePublic Health Service(PHS).
Throughout theguide, r efer enceswill bemader egar ding Operating Divisions(OPDIVs), Agencies, and
Programs. Below are definitions of the following references:

OPDIVs. Refer toorganizational componentsoper ating fully under theleader ship of the Department
of Health and Human Services (HHS), which were formerly called the PHS Agencies.

Agencies. Refer to entities of other Federal Agenciesand Departments of the United States (U.S.)

Programs. Refer tooperatingunitsor variouscomponentswithintheOPDIVsor Agencies. Programs
work towar d achieving the goals and missions of the OPDIV or Agency under which they operate.

For information or assistancein thisarea,

contact the OPDIV or Agency Commissioned Cor ps Liaison

REFERENCES

Detailed infor mation on commissioned cor pspoliciesand procedur esrelatingtoleaveiscontainedinthe
following Commissioned Cor ps Personnel Manual (CCPM) INSTRUCTIONS:

CCPM, Subchapter CC29.1, INSTRUCTION 1, " Leave of Absence, General"
CCPM, Subchapter CC29.1, INSTRUCTION 2, " Annual L eave"
CCPM, Subchapter CC29.1, INSTRUCTION 4, " Sick L eave"

CCPM, Subchapter CC29.1, INSTRUCTION 5, " Absence Without Authorized L eave'

GENERAL INFORMATION

PHS commissioned officers are on duty 24 hours each day, every day of the year. The PHS
Commissioned Cor ps system does not provide compensatory time off. Accordingly, officersare not
eligiblefor overtimeor compensatory timewhen they wor k longer than 8 hour saday or mor ethan 40
hoursaweek (see” Varied Work Schedules' section on page 20 of thisguide).
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All annual, station, administrative, and court leavetaken by PHScommissioned officer s, except in cases
of emer gency, must beapproved in advance. Itiswithinthepurview of theleave-grantingauthority to
grant or revokeannual, station, or administrative leave consistent with program needs. An officer is
subject torecall toduty at any timefrom annual, station, or administrativeleave, andisrequired tokeep
higher leave-grantingauthority informed of higher wher eaboutsduringany period of leave, including
sick leave.

If an officer isnot at work duringregularly scheduled duty hoursand isnot in an official\ leave status
(on approved leave as described below), the officer is on Absence Without L eave.

LEAVE RECORDSARE SUBJECT TO THE

PROVISIONS OF THE PRIVACY ACT OF 1974, ASAMENDED

TYPES OF LEAVE (OVERVIEW)

1 Annual L eave. Any period exceeding 1wor kday duringwhich an officer isrelieved from hisher
scheduled working hour s(other than sick, administrative, station, or court leave) includingall
nonwor kdays falling within such period. Annual leave is the only leave that the leave
maintenance clerk recordson form PHS-31, “ Officer’s Leave Record.”

2. Sick L eave. L eavegranted when an officer isin need of medical servicesor isincapacitated for
the performance of duties by sickness, injury, or pregnancy and recovery after delivery.

3. Station L eave. Station leaveisabsence from duty station under thefollowing conditions: (a)
during off-work hours(i.e., theperiod between the normal completion and commencement of
scheduled working hours) on two consecutive workdays; (b) on a nonworkday unless the
nonwor kday fallswithin a period of annual leave; or (c) for aperiod of lessthan 1 workday.
Examplesof station leaveincludeallowingan officer tobeabsent to: (1) attend par ent-teacher
conferences; (2) drop off or pick up vehiclesat repair shops; (3) accompany a dependent toa
health-carevisit; (4) attend brief continuing education seminar sof lessthan oneday’ sduration;
and (5) temporary building closures.

4, L eaveWithout Pay (LWOP). An officer may beplaced in aleavewithout pay statusonly when
detailed toa Stateor political subdivision and when such detail isrelated tothefunctionsof the
HHSor toanonprofit educational, resear ch, or other institution engaged in health activitiesor
conductingprograms, studies, resear ch, and activitiesrelatingtopublichealth of significanceto
the functionsof HHS. The authority to place an officer in LWOP statusisretained by the
Director, Division of Commissioned Personnel (DCP).
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An officer onaL WOP assignment doesnot ear n or accr ueannual leaveduring such assignment,
and the officer’sleave balance is frozen at the time he/she beginsthe LWOP detail.
Administrativel eave. Any absencefor afull workday or moreisnormally charged toannual
leave. However, theremay besituationsin which an officer may beexcused from duty for afull
workday or more without charge to annual leave. Such absence may be authorized as
"administrative leave" under circumstances which arein theinterest of HHS aswell asthe
officer, asdeter mined by theleave-grantingauthority. Thereisa5-day limit per calendar year
for administrativeleave. This5-day limit doesnot includeany administrativeleaverequested
and approved in conjunction with atransfer to a new duty station.

Administrativeleavemay beauthorized to: (1) attend professional meetings; (2) takepr ofessional
examinations (including examinations for State licensure and specialty board certification,
whether or not the examination istaken at HHS expense; and (3) preparefor leaving an old
station (up to3days) and establishingahousehold (up to 3days) at anew duty station. Officers
must request administrativeleavefromtheir respectiveleave-grantingauthoritieson atransfer.
Theleave-granting authority at theold duty station can only approveadministrativeleavefor
higher siteand not thenew duty station. Officer sneed torequest administrativeleaveat thenew
duty station from their new leave-granting authority.

Court L eave. Court leaveisan authorized absence of an officer from work without chargeto
leave or pay lossif: (1) on jury service; (2) awitnessfor the U.S. or the District of Columbia
(D.C.) Gover nment; (3) awitnesson behalf of Stateor local gover nment; (4) awitnesson behalf
of aprivateparty in an official capacity; or (5) awitnesson behalf of aprivate party when the
U.S, D.C., or State Government isa party in the suit.

AbsenceWithout L eave(AWOL). AWOL isabsencefrom designated placeof duty whichisnot
authorized or approved by theleave-grantingauthority asannual, sick, station, administrative,
or court leave, asapplicable. Officerswhoarearrested and incar cerated by authoritiesareto
be placed in AWOL status. An officer cannot be granted annual leave to serve periods of
confinement or incar ceration.

ANNUAL LEAVE

Definitions

Annual Leave. Refer to page 2 of thisguide, " Typesof Leave" section.

Accumulated Annual L eavemeansunused accr ued leaveremainingtothecredit of an officer that
iscarried forward from oneleave year into the next leave year.

Leave Year or Year meansa calendar year (January 1through December 31).
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Workday. A workday meansaday on which an officer isscheduled to perform morethan brief
periodsof work, includingaday when an officer isscheduled tobeon call or to perform official
travel.

Nonworkday means a day designated by the supervisor on which an officer hasno scheduled
wor king hour sincludingaday on which an officer isordinarily scheduled toperform only brief
periods of work, such asward roundsin a hospital.

L ump-Sum L eavePayment isthepayment for any unused ear ned and accr ued annual leavemade
to PHScommissioned officer supon separ ation under honor ableconditionsor retirement, or to
survivors upon the officer's death.

Payment for lump-sum leave cannot beauthorized when theofficer isdivested of hig’her leave
balance; for example, if by resigning, theofficer breaksaspecial pay contract or failstocomplete
aserviceobligation. Lump-sum payment shall not begranted for annual leaveor otherwise, to
anyindividual whohasimplied that he/sheintendstonot fulfill an active-duty obligation based
on a special pay contract or training agreement.

Terminal Leave. Terminal leave must be approved by the leave-granting authority prior to
submission of aseparation request. Terminal leavemeansany approved annual leaver equested
beforeand taken after an officer hassubmitted arequest for separation or retirement from active
dutyinthePHSCommissioned Cor ps. An officer ison activeduty whileon terminal leave, but
may beabletowork in outsideor ganizations (except for aforeign country) and in Federal civil
servicewhileonterminal leave. Toengagein outsidework activitieswhileon terminal leave, an
officer must have prior approval as set forth in “ The Standards of Ethical Conduct for
Employees of the Executive Branch and the Department of Health and Human Services
Supplemental Ethics Regulations.”

Terminal leave cannot be authorized when the officer isdivested of his’/her leave balance; for
example, if by resigning, theofficer breaksa special pay contract or failsto completeaservice
obligation. Leaveshall not begranted asannual leaveor otherwise, toany individual who has
implied that he/sheintendstonot fulfill an active-duty obligation based on aspecial pay contract
or training agreement.

Accrual and Accumulation of Annual L eave

Accrual Rate

An officer accruesannual leaveat therateof 30daysfor each full year of activeservice. For any
portion of ayear, leaveisaccrued at therateof 2.5 daysfor each month of service, except that
noannual leaveisaccrued duringany period in which an officer ison LWOP, AWOL, or called
to active duty (CAD) for a short (lessthan 30 days) tour of duty.
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Refer to Attachment 1 for deter miningleaveaccrual for periodsof lessthan afull month upon
CAD for aperiod of 30 daysor longer, and upon an officer's separation or retirement.

Accrual of Leave Whilein Schooal

An officer attending school while on activeduty accruesannual leaveon thesamebasisasany
other officer on activeduty and will becharged annual leavefor any absencefor 1 day or more
duringscheduled classesor wor k assignments, including all nonwor kdaysand holidayswhich fall
within the period of annual leave.

Officerswill not becharged annual leavefor: (a) daysoff in aclinical or similar setting, and (b)
all national holidaysor other daysfor which theschool hasno scheduled classesand theofficer
has no scheduled work assignments unlessthey are on annual leave.

M aximum Accumulation

Annual leaveaccrued duringaleaveyear but unused at theend of such year iscarried forward
asaccumulated leavefor usein succeeding leaveyears. However, the maximum annual leave
which may becarried forwar d from oneleaveyear tothenext is60days. The60-day limitation
on theamount of unused annual leavethat can becarried forward isimposed by statuteand is,
therefore, not subject to waiver by anyone.

Granting Annual L eave

Requestsfor L eave

Requests for annual leave must be approved in advance on form PHS-1345 " Request and
Authority for Leaveof Absence," (seeAttachment 2). Theofficer will completeform PHS-1345
and will forward it to his/her supervisor for approval or disapproval (if the supervisor isthe
leave-grantingauthority, thesupervisor need only sign part threeof theform). When requesting
leave, theofficer must includeon form PHS-1345, atelephonenumber indicatingwherehe/she
can bereached whileon leave. If theleave-granting authority disapprovestherequest, form
PHS-1345will ber etur ned totheofficer without any action and with an explanation totheofficer
why the leave was not approved.

Annual leaveshall not beauthorized for an officer whohasbeen incar cerated pursuant tobeing
charged or held for acriminal offense, and hasbeen placed on AWOL status. If an officer knows
that he/shewill beincar cerated, he/she cannot request authorization for annual leavefor that
period.

Annual leaveshall not beauthorized for an officer whoisseparating from activeduty and who
isnot fulfillingan active-duty obligation based on aspecial pay contract or atrainingagreement.
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Thereisnocategory called 'bereavement' or '‘compassionate' leave. L eavetakenin conjunction
with funeral arrangementsfor arelativeor afriend must betaken asannual leave. L eaveinthis
situation should be requested as annual leave granted under emergency circumstances. To
providefor instanceswher etheofficer may havetotakeannual leaveon short noticebecauseof
an unexpected emer gency, it issuggested that the officer sign ablank leavedip in anticipation
of havingtotakeannual leavesincetheactual datesarenot known. Theofficer must still obtain
hig’her leave-granting authority’sapproval prior to using such annual leave.

Approval of L eave

If theleaverequest isapproved, theleave-grantingauthority will returntheoriginal (top copy)
and onecopy of form PHS-1345totheofficer and forward acopy totheleavemaintenanceclerk.
Theoriginal copy of theform must bekept in the officer'spossession at all timesto document
hig’her leavestatus. Uponreturn fromleave, theofficer will completeltem 4 of theoriginal copy
of form PHS-1345and forward it totheleave-grantingauthority for signature. After signingthe
form, theleave-granting authority will forward it to the leave maintenance clerk to retain.

Inan emer gency situation, theofficer isrequired topromptly notify theleave-grantingauthority
whowill indicate hisher approval on form PHS-1345, send one copy totheleave maintenance
clerk and retain theoriginal for completion by the officer upon return to duty.
Ifitisnecessarytocancel an officer'sannual leaveafter theleavehasbeen approved, theleave-
grantingauthority may inform theofficer orally, but shall confirm the cancellation of leavein
writing.

Computation of L eave Taken

Annual leaveisgranted in full (wholecalendar days) only. Thenumber of daysof annual leave
taken is computed by counting each calendar day during the period of leave, including
nonwor kdaysand holidays. Nonwor kdaysimmediately precedingor followingaperiod of annual
leave are not chargeableto annual leave.

For example, if an officer isabsent from duty and on annual leave for a period beginning on
Monday and ending on Friday of the same week, annual leave is charged only for Monday
through Friday (atotal of 5 days). Refer to Chart 1, below.

Chart 1

Sun Mon Tues Wed Thurs Fri Sat

If, however, theofficer isabsent from duty all day on annual leave beginning on Friday of one
week and ending on Friday of thefollowing week, annual leaveischar ged for theSaturday and

6
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Sunday following thefirst Friday (atotal of 8 days). Refer to Chart 2, below, for clarity.

Chart 2
Sun Mon Tues Wed Thurs Fri Sat
Sun Mon Tues Wed Thurs Fri Sat

A consecutiveperiod of absencefrom duty may not beauthorized in twoor morepartstoavoid
charging annual leave for nonwor kdays that fall within the period. For example, an officer
cannot scheduleannual leavefor Monday through Friday for consecutiveweekstoavoid being
charged annual leavefor theinterveningweekend days. Thissameprincipleappliestoofficers
having special or non-traditional duty hours and schedules.

I f an officer ison annual leaveand other officer sand employeesat his’her station areauthorized
leave because of a building shutdown, inclement weather, etc., the officer will continueto be
charged annual leave for the day(s) in question.

Advancing Annual L eave

I n casesof emergency or extremehardship, theleave-granting authority may grant theofficer
annual leavein advanceof itsactual accrual, not toexceed 30 days, with reasonableexpectation
that theofficer will accruetheadvanced leave. However, annual leavemay not beadvanced to
an officer until after he/shehasphysically reported tohis’/her permanent duty station upon CAD.

Any deficit in theleave account at theend of theyear will be carried forwar d tothenext leave
year tobechar ged against annual leaveaccrued inthenew leaveyear. Any deficitinleaveat the
timeof separation or retirement from activeduty will requirereimbur sement from theofficer.

Temporary Duty (TDY) Travel. TDY meansduty at oneor morelocations, other than the per manent

duty station (PDS), at which a member performs TDY under orders which provide for further
assignment, or pendingfurther assignment,toanew PDSor for returntotheold PDSupon completion
of the TDY.

TDY trave statusbeginswhen member sleavetheir residences, offices, or other pointsof departureand
endswhen they return totheir residences, offices, or other pointsof arrival at the conclusion of their
trips.
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Annual leave should not begranted for usein conjunction with official TDY travel if such use
would givethe appearanceof impropriety. For example, arequest for annual leaveshould be
deniedif the TDY isfor avery short period or if theproposed leaveissubstantially longer than
the TDY assignment.

When annual leaveistaken in conjunction with TDY which islessthan 30 consecutivedaysin
duration, thenumber of dayschargeableasannual leaveiscomputed asfollows: (if theTDY is
30 days or longer, use the normal rules for computing leave, subject to the provisions of
paragraph 3., below):

(&) Determinethenumber of calendar daysthat theofficer would havebeen unavailablefor duty
at theper manent duty station (regar dlessof whether nor mal wor kdaysor nonwor kdays) due
toofficial travel statusif theTDY had been completed without theuseof annual leave, using
available schedules and modes of transportation that best meets the needs of the
Government.

(b) Determinethenumber of calendar daysthat theofficer wasactually unavailablefor duty at
the permanent duty station (regardless of whether normal workdays or nonworkdays).

(c) Thedifferencebetweenthenumber of daysdeter minedin subparagraph (a), and thenumber
determined in subparagraph (b) isthe number of days chargeable to annual leave.

An officer should becharged with annual leaveif he/sheisunavailablefor duty at hisgher PDS
because of approved annual leave taken in conjunction with TDY travel.

When an officer on TDY ispermitted for personal reasonstouseamodeof travel other thanthe
modewhich the Gover nment would normally select for purposesof theordered travel, all full
daysof travel, in excessof thetrave dayswhich would haveoccurred usingthenor mal modes,
arechargeableto annual leave.

Transfer of Annual L eave

PHS commissioned officers who transfer to another Uniformed Service -- or officers of another
Uniformed Servicewhotransfer tothe PHS Commissioned Corpswill havetheir unused annual leave
transferred. However, annual leave is not transferred to another Uniformed Service if the officer
separates (not transfers) from the PHS Commissioned Corps to accept appointment in another
Uniformed Service.

Inter-service Transfer

(1) Theprimary purposeof theinter-servicetransfer istoallow full utilization of officer swith
critical or unusual skills. PHScommissioned officer swhoarequalified tocontributetoan

8
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activity of another Unifor med Serviceshall bepermitted toapply for aninter-servicetrans-
fer. HHSwill accept applicationsfor transfer to HHSfrom officer s of other Uniformed
Servicesif theofficersareableto contributetoan HHSactivity. DCPisnot obligated to
approve an application.

(2) Anofficer whohasbeen approved for inter-servicetransfer may begranted annual leave
duringtheperiod followingapproval and prior tothedateof transfer. Such leavewill not
be considered terminal leave nor will leave granted following submission of form
PHS-1373, " Separ ation of Commissioned Officer," requesting inter-servicetransfer be
considered terminal leave.

Transfer or Recredit of Annual L eave

Maximum Amount Transferable. An officer transferringbetween different leavesystems, i.e.,
between PHS Commissioned Cor ps, another Uniformed Service, or civil service, isrequired to
transfer all accumulated and accrued leave to higher credit at thetime of transfer.

Recredit of and Repayment of Annual L eave

An officer whoisreemployed under adifferent leavesystem befor etheend of theperiod covered
by his’her period of approved annual leave, must be recredited with leave representing the
unexpired portion of hisher approved annual leave.

Transfer of Leave Between PHS Commissioned Corps and Civil Service. The following
provisionsapply intransferringand recreditingannual leavebetween thePHS Commissioned
Corpsand Federal civilian leave systems:

(1) Adjustment of Leave. PHS commissioned officers earn leave on the basis of a 7-day
wor kweek. Seven calendar daysof leavear econsider ed equal to5wor kdaysof leavewhen
annual leaveistransferred between different leave systems. Accordingly, an employee
appointed tothePHSCommissioned Cor psfrom apositionin which higher leaveaccount
is maintained on a 5-day workweek basis would have higher leave augmented by
seven-fifths. Anappointment toa5-day wor kweek from a 7-day wor kweek would result
inareduction tofive-seventhsof theofficer'sleaveaccount. For example: (a) 80 hour sof
civil service(CS) leaveconverted tocommissioned cor ps(CC) leavewill become14 days;
or (b) 30daysof CC leaveconverted to CSleavewill be171.5hours. (See Attachment 3,
form SF-1150, " Record of Leave Data.")

(2) Leave Ceiling. Leave under the PHS Commissioned Corps leave system may be
accumulated to a maximum of 60 days. Therefore, 60 daysisthe maximum amount of
leavethat can becarried forward from oneleaveyear tothenext or bepaid asalump-sum
leave payment upon separ ation. However, thereisastatutory lifetimelimit of 60 daysof

9
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unused annual leavefor which lump-sum payment may bemadeafter February 9, 1976.
Accordingly, if an officer previously received a lump-sum leave payment from any
Uniformed Service after February 9, 1976, that amount of leave will beincluded in the
60-day lifetime limit.

For thePHScommissioned officer appointed toacivil serviceposition,theamount of leave
that can becarried forward from oneleaveyear to the next will bethat amount of leave
credited to him/her at the time of appointment which does not exceed 60 days of PHS
Commissioned Corpsleave. Thisamount will remain to hissher credit asaccumulated
leaveuntil used. Theuseduringany leaveyear in an amount in excessof accr ued leavewill
automatically reduce this maximum allowable accumulation until the accumulation no
longer exceedsthemaximum allowed for other employeesunder theFederal civilian leave
system.

DCPwill determinewhether an officer will becredited with leaveupon higher transfer or
reemployment.

Appointment to the PHS Commissioned Cor ps

When an individual enterson active duty, DCP will:

(1)

)

©)

Check to determine whether he/she had been employed in another Federal position
requiring thetransfer or recredit of annual leave;

Preparearequest for form SF-1150, and submit it tothefor mer employing Agency. Upon
receipt of form SF-1150fr om thefor mer employing Agency, DCPwill determinewhether
therewasabreak in service and the amount of leave to be credited; and

Prepareform SF-1150 for commissioned corpswith leave conversion and send it tothe
officer’s OPDIV or Program.

The employing program will:

(1)
)

Enter theamount of leavetobecredited onform PHS-31, " Officer'sL eaveRecord," and

Fileform SF-1150 with form PHS-31.

PHS Commissioned Corpsto Federal Civilian Service

Whentheofficer separatesfrom activeduty, if he/sheacceptsemploymentin aFederal Agency,

10
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DCPwill completeform SF-1150submitted by therequesting Agency, forwar d theoriginal copy
totherequesting Agency or office, and attach acopy of form SF-1150totheofficer'sleavecard.

Note: A break in serviceisoneor morecalendar days (which includes Saturday and Sunday)
when anindividual isleavingaposition in which his/her leaveaccount ismaintained onthebasis
of a 7-day workweek, i.e.,, positions in the PHS Commissioned Corps, in other Uniformed
Services,intheVeteransHealth Administration of theDepartment of VeteransAffairs, and one
or more workdays when an individual leaves a position in which his/her leave account is
maintained on a 5-day workweek.

SICK LEAVE

Sick Leaveisleave granted when an officer isin need of medical services or isincapacitated for the
performance of duties by sickness, injury, or pregnancy and recovery after delivery. Anillnessof a
family member isnot ajustifiablereason for requesting or approvingsick leavefor an officer. For that
purpose, an officer must request annual leave.

Sick leave is requested and approved on leave request form PHS-1345. Form PHS-1345 must be
completed by theofficer and leave-grantingauthority for each period of sick leaveof 1 day or moreand
may, at thediscretion of theleave-granting authority, berequired for absences of lessthan afull day.
Theleave-grantingauthority may requireaphysician’ sstatement for any period of sick leave, even for
partial days. Form PHS-1345for all absencesin excessof 3dayswhich arenot supported by amedical
certificate from a doctor will includeinformation in the" Remarks® section asto thereason for the
absence, i.e., natureof illnessor need for medical services. Theofficer’sleave-grantingauthority may
requirean officer toremain in thevicinity of hisher duty station whilethe officer ison approved sick
leave.

Theleave-grantingauthority will forward theoriginal of form PHS-1345for each period of sick leave,

andif applicable, supportingmedical certificatesto: Chief, M edical AffairsBranch (M AB), Division of
Commissioned Personnel, 5600 FishersLane, Room 4C-06, Rockville, MD 20857-0001.

Responsibilities

The officer isresponsiblefor:
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Notifyinghisher supervisor assoon aspr acticablewhen he/shebecomesincapacitated for duty
becauseof illnessor injury, and keepingthesupervisor infor med of hisher wher eaboutsduring
the period of absence from duty. If emergency circumstances exist, notification should be
accomplished assoon asthesituation per mits, either by theofficer or someoneactingon hig'her
behalf.

Applying for sick leave, in advance, where it isrequired for prearranged medical services
including cases of pregnancy and recovery after delivery.

Providingtothesupervisor or leave-grantingauthority thelegitimatedocumentation which either
the supervisor or leave-granting authority requests in order to make an administrative
deter mination of thenecessity for sick leaveabsenceand toplan for program needs. L egitimate
documentation may includestatementsby aphysician or other qualified provider of theofficer’s
current and anticipated functional limitations, proj ected datesof returntolimited and full duty,
projected needsfor absencefrom duty toreceivemedical services, verification of attendanceat
medical appointments, and any other relevant information.

Cooper atingfully with asecond opinion evaluation of immediateduty statuswith aprovider of
the OPDIV or Program’schoiceasarranged by the OPDIV or Program and asdirected by the
leave-granting authority.

ObtainingfromtheBeneficiary M edical Program Section, M edical AffairsBranch (MAB), DCP,
in advance, authorization for DCP’ sfinancial support for travel incident tohealth careoutside
thelocal area and for non-emergent care from all providers other than Uniformed Services
Medical Treatment Facilities(M TFs). If carereceived from oneof theseprovider sisemer gent,
not allowing for preauthorization or accesstoan MTF, MAB must benotified within 72 hours
after the carewasreceived.

Completing Sections 1 and 4 of form PHS-1345 and submitting theform totheleave-granting
authorityfor all sick leaveabsencesof 1day or more, and, when requested by thesupervisor for
partial day absences(station leave) for medical reasons. When leaveistaken for prearranged
health care services, Section 1 of form PHS-1345 should be completed by the officer and
submitted to the leave-granting authority prior to thescheduled leave. Section 4 of theform
should be completed by the officer upon return to duty after the period of absence.

Obtaining any medical reportsrequired or requested by hig’her supervisor, or MAB.

The officer's supervisor will be responsiblefor:

Notifyingtheleave maintenanceclerk when an officer reportsthat he/sheisunabletoreport to
duty for medical reasons. Theleavemaintenanceclerk will follow up on form PHS-1345, which
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must be completed by theofficer and signed by theleave-granting authority for each period of
sick leave, and forward it to MAB.

NotifyingMAB immediately by telephoneor fax, when an officer failstoreport toduty because
of seriousillnessor injury.

Ensuring that MAB hasbeen notified when an officer ishospitalized in a Uniformed Service
facility or a private hospital.

NotifyingM AB if an officer requirestheuseof sick leave because of amedical condition which
may have existed prior to the officer's CAD.

Notifying MAB when an officer hasbeen, or isexpected to beon sick leave for 30 consecutive
days,; and

Notifying MAB if an officer'ssick leave usage is suggestive of leave abuse or a serious health
problem so that a determination can be made regarding the officer's health status.

MAB isresponsiblefor maintainingin each officer’ scentral medical file, reportsof theofficer’s
sick leaveand reportsof medical evaluation and treatment. MAB isalsoresponsiblefor ensuring
that appropriate medical reportsare received on all officers using excessive sick leave or on
prolonged sick leave, and referring such cases to the Medical Review Board (MRB), when
appropriate, for determination on the officer'sfitnessfor continued active duty.

Theleave-grantingauthority isresponsiblefor ensuringthat thereasonsfor grantingsick leave
toan officer arevalid and sick leavereportsareproperly submitted. When thereisadequate
reason to suspect that an officer’ sprovider may not besupplying full or accur ateinformation
regarding the officer’ s capacity towork in either afull duty or limited duty status, theleave-
granting authority may direct the officer to undergo a second opinion evaluation of hig'her
immediate duty status.

Second opinion evaluations should be arranged with a provider with professional credentials
equal or superior tothoseof thefirst provider (with respect tothegeneral natureof theofficer’s
medical impair ment). Second opinionsfrom Unifor med Serviceproviders(ideally theMilitary
or Coast Guard) are preferred, and only a Uniformed Services provider’s opinion will be
consider ed sufficient reason todeviatefromtherestrictionscertified by thefirst provider. Use
of provider semployed by theofficer’ sOPDIV or Program should beavoided whenever possible.

Rules Applying to Sick L eave

1 Accrual of Sick Leave. There is no earning or accrual of sick leave under the PHS
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Commissioned Cor ps personnd system.

Transfer or Recredit of Sick L eave. Thereisnoaccumulation, accrual, or transfer of sick leave
under thePHSCommissioned Cor psleavesystem. Accordingly, therecan benotransfer of such
leavewhen an officer isappointed to another Federal civilian position. Thisalso applieswhen
an individual isappointed tothe PHS Commissioned Cor psfrom aleave system under which
he/shehasaccrued and accumulated sick leaveto histher credit. Thesick leave, however, will
berecreditedtohim/her if he/shereturnstotheleavesystem under which it wasear ned without
abreak in service of morethan 3 years.

Granting Sick L eave. Sick leaveisgranted asneeded but only under thecircumstancesstated
in page 2 of thisguide, " Typesof Leave." Absencefrom duty because of death or illnessof a
family member can berequested asand ischar geabletoannual leave, unlesstheabsencewasfor
lessthan a full workday and granted as station leave.

When an officer has requested voluntary separation from the Service and becomes ill
immediately prior tothedateof separation, sick leavemay begranted and thesepar ation action
may be postponed if the officer, the OPDIV or Program, and DCP, all agree to such
postponement. However, involuntary separ ationsand alr eady r equested voluntary separ ations
will not be postponed to permit an officer to remain in active-duty status for “ postpartum
maternity leave.” If the officer is being separated under involuntary conditions, DCP may
authorizepostponement in separ ation until questionsar er esolved and/or deter mination of the
officer’sfitness can be made.

Medical Reports. |f an officer ison sick leave for an extended period (normally 90 days or
more), a fitness for duty examination may be requested. Theleave-granting authority may
consider an officer's certification as to the reason for his’her absence is administratively
acceptable. However, for an absence in excess of 3 workdays, or for a lesser period when
determined necessary, the leave-granting authority or MAB may also require a physician's
statement. A medical reportisrequired at theend of 30 daysof continuous absence except for
those officer s on mater nity leave.

Maternity L eave. Maternity leaveisaperiod of approved " sick leave" for incapacitationrelated
to pregnancy and recovery after delivery. Aswith sick leaverequested for other reasons, the
length of maternity leaveisbased on the officer’ sfithessasdeter mined by the medical status.
The officer should notify her supervisor as soon as she knows that she is pregnant so that
necessary staffing adjustmentscan beplanned. When theofficer knowstheapproximatedate
of delivery, when shewill berequestingleave, and thedateof her anticipated returntoduty, she
should submit her leaverequest (form PHS-1345) with theinformation toher supervisor. Upon
returntoduty, theofficer should submit aphysician'sstatement indicating her fitnesstoresume
her duties and should complete Section 4 of the previously submitted form PHS-1345.

Asfor other sick leave, prepartum mater nity leave must bemedically justifiable. Postpartum
mater nity leaveislikewisegranted only for theincapacity of theofficer, not for infant care. As
a matter of administrative uniformity, and if medically indicated, mater nity leave following
vaginal delivery isup to 42 consecutive days beginning the day after hospital discharge. For
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Caesarean delivery it isup to 56 days. Leave beyond these limits must be charged to annual
leaveunlessM AB deter minesthat thereismedical justification for additional sick leave. Child
careis not considered a reason for extension of maternity leave. Leave for this purpose, if
granted, ischargeableto annual leave.

Referral totheMRB. If an officer isabsent from duty becauseof illness, injury, or postpartum
convalescence for aperiod of morethan 90 consecutivedays, or for an aggr egate of morethan
120daysin any consecutive12-month period, thefileof such officer will bereferredtotheMRB
to determine whether the officer should be retained on active duty, retired, or separated.
Prolonged prepartum mater nity leave absencesarenot ordinarily referred to MRB unlessit
appear sthat theofficer will beunabletoreturntoduty after thenor mal postpartum confinement
period.

Thereisnopaternity or “ adoption” sick leave. Under thesecir cumstances, officersmust request
and use annual leave.

STATION LEAVE

An officer isconsidered to beon station leaveif he/sheisaway from theduty station during off-work
hour s, or nonwor kdays(except thosethat fall within aperiod of annual leave), or for aperiod of lessthan
1 workday. Below isabrief summary of the station leave policy.

1 Officersmay begranted station leavefor periodsof lessthan afull workday, and not havesuch
leave counted toward annual or sick leave. Officerswho desireto take station leave during
regularly scheduled working hoursor on a nonworkday during which he/sheis scheduled to
perform a brief period of work, must obtain the approval of hig’her leave-granting authority
inadvance. Such leavemust beapproved in advance, orally or in writing by theleave-granting
authority. Normally, only oral approval isrequired, but the leave-granting authority may
requirethat advance approval be obtained in writing.

Station leaveduring scheduled wor k hour sshould beappr oved only when such leaveisnecessary
to permit an officer to carry out activitiesthat would be difficult to conduct during nonwork
hours, such as health care appointments for family members. Under no circumstances may
station leave beroutinely approved to reduce thework hours of an officer.

2. Officers may be permitted to attend local training programs. The officer’s leave-granting
authority may permit an officer tobeon station leavefor not morethan one-half workday per
week to participate, at no expense to the Government, in training programs which have a
potential benefit for theofficer and theCor ps. Permission to usestation leaveto participatein
training programsat noexpensetotheGover nment may berevoked at any timeby theofficer’'s
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leave-granting authority.

3. Officersshall not be granted station leave during scheduled work periodsfor the purpose of
engaging in outside activitiesfor which compensation ispaid. For thispurpose, annual leave
must be requested, approved, and charged. Accordingly, when varied work schedules are
implemented, management may benefit from a simultaneous review of requests for, and
approvals of, outside work activitiesto ensurethat theseregulations are not violated.

4, Inthe1960'sand ear lier, officer swer eadvised that if they planned tobemor ethan 50-100 miles
away from their official duty station, that they should complete a leave dip indicating their
absence as station leave (not charged to annual leave). This practice has long since been
abolished. DCPrecommendsthat if an officer planstobeaway from his’her official duty station
and cannot returnwithin afew hours, then theofficer may want tocompletealeavedip. Officers
may also need to completealeavedip when they plan to usebaseaccommodationsor facilities
while away from their official duty station.

ABSENCE WITHOUT LEAVE

An officer shall beconsidered AWOL when absent from his/her designated placeof duty for any period
of time, including partial days, unless the period of absence is approved by his/her leave-granting
authority asannual, sick, station, administrative, or court leave, as applicable.

For each day or fraction thereof of AWOL, an officer forfeits1 day of all of his’her pay and allowances.
Also, authorization for travel and transportation of household goodswill not be allowed.
Inaddition, each day or fraction ther eof that an officer isin AWOL status, shall not becredited toward
fulfillment of: (1) aspecial or incentivepay agreement; or (2) an active-duty obligation incurred pur suant
to participation in a HHS-sponsored training program; or (3) an active-duty obligation incurred
pursuant to participation in aNational Health Service Cor psScholar ship program, or alndian Health
ServiceScholar ship program; or (4) anincurred active-duty obligation under any other provision of law
or regulation.

An active-duty abligation of an officer shall be extended 1 day for each day or fraction thereof, that
he/sheisin AWOL status. If an officer isplaced in AWOL status, theofficer will remaininthat status
each day, includingnonworkdays, until theofficer either returnstoduty or hashig’her PHScommission
terminated.

An officer whofailstoreport toaspecificduty station, yet appear sinthegener al ar eaof theduty station
shall beconsidered AWOL . An officer whoislatereportingtohigher duty station, or wholeaveshisher
duty station early may beconsidered AWOL. If he/sheisdeclared AWOL, he/sheshall forfeit 1 day of
all pay and allowances, yet may berequired toremain on duty for theremainder of thenor mal wor kday.
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An officer in AWOL statusisnot entitled to health car e, except when such carehasbeen authorized in
advance by the Chief, MAB, in consultation with the Director, DCP.

Anofficer isnot entitled toreceivedisability retired pay or disability separ ation pay for adisability that
isincurred during a period in which the officer isin AWOL status.

Although an officer forfeitshigher pay and allowanceswhile AWOL, he/sheisneverthelesson active
duty duringsuch absenceand theperiod of such absenceiscreditableasactiveduty for certain pur poses,
such aslongevity and retirement credit.

Reporting Responsibilities and Procedur es

All AWOL shall bereported promptly by theleave-grantingauthority of theofficer concerned
by telegram or faxed memorandum to the Director, DCP. The original of the faxed
memor andum shall bemailed totheDirector, Division of Commissioned Per sonnel/HRS/PSC,
5600 FishersL ane, Room 4A-15, Rockville, M D 20857-0001, immediately following thefax. A
telegraphic notification shall be followed by a memorandum confirming this information.
NOTIFICATION MUST BE SENT ASSOON ASIT ISKNOWN THAT THE OFFICER IS
AWOL AND SHALL INDICATE THE DATE THE AWOL BEGAN.

A personnel order shall beissued by DCP removing the officer from a pay status until it is
determined that he/shehasretur ned toactiveduty. Upontheofficer’sreturntoduty, atelegram
or faxed memorandum shall be sent to the Director, DCP, with the original of the faxed
memorandum mailed immediately ther eafter, notifyingDCP of thedatetheofficer returned to
duty. Atelegram notification shall befollowed by aconfir mation memorandum. DCP shall issue
a personnel order removing the officer from nonpay status. HOWEVER, THE OFFICER
SHALL NOT BE REIMBURSED FOR PAY AND ALLOWANCES LOST DURING THE
AWOL PERIOD.

Actions Against Officers

If an officer is AWOL for 30 consecutive calendar days, the officer's commission may be
terminated by the Director, DCP, and the officer may be subject to other disciplinary action.

Ifan officer iSAWOL for aperiod of lessthan 30 consecutivecalendar days, theofficer'srecord

may bereferredtoaTemporary Promotion Review Board or an I nvoluntary Separ ation Boar d
for review and recommendation.

If an officer iseligiblefor retirement fromthePHS Commissioned Cor psand hasbeen AWOL
for aperiod of lessthan 30 consecutivecalendar days, theofficer’srecord may bereferredtoan
involuntary retirement board for review.

ANNUAL LEAVE RECORDS
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Annual leaverecordsmay represent futurepay or indebtednessand, ther efor e, must besafeguar ded and
maintained for correctness, completeness, and accuracy.

L eave Folder
A leave folder will be maintained for each commissioned officer in which will befiled:

I Theoriginal (top sheet) leaveform PHS-1345 (see Attachment 2), which iscompleted by theofficer
and theleave-granting authority upon return from annual leave.

Inthecaseof sick leave, theoriginal (top sheet) copy of theleaveform PHS-1345will beforwarded
to MAB, DCP, and a copy isplaced in the officer’sleave folder.

I Form PHS-31, " Officer's Leave Record" (see Attachment 4), and
I Copy of form PHS-3842, " Report of Commissioned Officer Annual Leave," (see Attachment 5).
Form PHS-31

Form PHS-31isdesigned for useby theleavemaintenanceclerk for recordingannual leaveear ned and
taken by theofficer. Inusingform PHS-31, theleave maintenanceclerk will credit annual leavetothe
officer on amonthly basisastheleaveisaccrued. For example, 2.5 daysof leavewill becredited tothe
officer'sleave account under the" Leave Earned" column of form PHS-31 at the end of each month.
L eavetaken will beentered under theappropriatecolumn listing the starting dateand thenumber of
daysfor each period of annual leave. At the end of each month, leave accrued will be entered in the
"LeaveEarned" column and theend-of-month balancewill beentered inthe" Balance" column. Any
leavemaintenanceclerk whodiscoversan error intheform PHS-31 should correct theerror and certify
any changesthat are made.

Verification of L eave Record

On September 30 of each year, theleave maintenanceclerk will completeand forward form PHS-3842
toeach officer for whom aleaverecord ismaintained. Thisformwill givetheofficer an opportunity to
verify hig’her leavebalance. Form PHS-3842 will show thebalanceat thebeginning of theleaveyear,
theamount of leaveused thr ough September 30, and theamount of annual leavethat will beforfeited if
not used by December 31 of that year. Any disagreement will beresolved by theleave-grantingauthority
onthebasisof theleavereportsonfileintheofficer'sleavefolder. Questionsabout officer’ sleaveshould
be directed to the Office of the Director, DCP.

Annual leave accrued during a leave year but unused at the end of such year iscarried forward as
accumulated leavefor usein succeedingleaveyears. However, themaximum annual leavewhich may
becarried forward from oneleaveyear tothenext is60 days. The60-day limitation on theamount of
unused annual leavethat can becarried forward isimposed by statute, and isther efor e, not subject to
waiver by anyone.
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DISPOSITION OF LEAVE RECORDS

Upon Transfer. Theindividual responsiblefor theofficer'sleaverecordin theofficer'snew assignment
will beresponsiblefor requestingtheofficer'sleaverecor d fromtheindividual whomaintained theleave
record for the officer in hig’her former assignment. A copy of the officer’s leave record should be
retained at theformer assignment until confirmation of receipt at the new assignment isreceived (see
Attachment 6, “ Sample Memorandum Requesting L eave Record”).

If theofficer hasbeen on LWOP, therecord should berequested fromtheDirector, DCP. Theoriginal
leave record must not be given to the officer, but the officer may be given a photocopy.

Submission of theofficer’ sleaver ecord must beeither hand-deliver ed by someoneother than theofficer
(if within thesamefacility) or sent by priority mail {for example, Federal Express, Airborne Express,
or U.S. Postal Service(registered or certified mail)} with atransmittal memorandum from thesuper visor
or leave-grantingauthority intheformer assignment. A samplememorandumisprovided in Attachment
7,“ Sample Memorandum Transferring L eave Record.”

Upon Separation from Active Duty

When an officer isseparated or retired from active duty, the following actions should be taken:

1 Theofficer’ sleavemaintenanceclerk will verify theaccuracy of, and certify theleavebalanceas
of the officer’s separation date on the officer’sform PHS-31 (see Attachment 4).

Thecertified form PHS-31should includeall terminal leaveapproved for theofficer throughthe
date of the officer's separation or retirement from active duty. Form PHS-31 should then be
submitted to the officer's leave-granting authority who must countersign the form.

Copiesof theofficer'sformsPHS-31and PHS-1373, " Separ ation of Commissioned Officer” (see
Attachment 8) should be forwarded through the appropriate administrative channelsto the
Transactionsand ApplicationsSection, Per sonnel ServicesBranch (PSB), DCP, for officer swho
areseparating, and the PSB Retirement Coordinator for officerswho areretiring.

Note: Form PHS-1373isnot required for Commissioned Officer Student Trainingand Extern
Program (COSTEP) officers.

DCPwill determinewhether theofficer'srequest for lump-sum payment for unused annual leave
or transfer of such leavetoanother OPDIV, Agency, or Department istobedenied or approved.
If the officer isdenied such payment or transfer, he/shewill be notified directly in writing by
DCP. If payment or transfer isapproved, DCP will verify the accuracy of the officer'sleave
balanceaslisted on thefinal certified form PHS-3I, add any leavewhich accruesduringtravel
timeauthorized pur suant to separ ation, and deter mineif any previouslump-sum leavepayments
havebeen madetotheofficer after September [,1976. Theofficer will bepaid for theamount of
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lump-sum leave payment authorized.

Iftheleaveistobetransferred toanother OPDIV, Agency, or Department, DCPwill certify the
number of daystobetransferred in accordancewith therequirementsof theOPDIV, Agency,
or Department concerned.

A copy of all of theofficer'sformsPHS-3l and prior leaverecord cards, together with copiesof
theofficer'sforms PHS-1345 and related correspondencewill beretained at the officer'sfinal
duty station for at least 2 yearsfor audit purposes. These copies may be destroyed after the
2-year period has expired.

L eave Without Pay

When an officer entersLWOP status, theleave maintenanceclerk will verify theaccuracy of theleave
balance asof thedate of entry on such status. Theleave balancemust beverified on form PHS-31 by
completing the following statement after the last entry on the card:

"| certify that | havereexamined and reconstructed theleaverecor dsof this
officer,and that theentriescontained onthisleaverecord card aretrue and
correct to the best of my knowledge."

Theleaverecord should beaudited and certified by theleave maintenanceclerk and countersigned by
theleave-grantingauthority. Theleavemaintenanceclerk will forwar d theleaver ecord, within 2weeks,
tothe Office of the Director, DCP, to befiled in the officer's official personnel folder until the officer
returnstopay statusat which timetheleaverecord will beforwarded totheofficer’ snew duty station.

VARIED WORK SCHEDULES

Oneof thesignificant advantagesof thePHS Commissioned Cor pspersonnel system isitsflexibility to
meet the diverse needs of HHS OPDIVsand Programs.

An officer’ ssupervisor can establish any duty or wor k hour sfor theofficer necessary tomeet theneeds
of the program. Although most officers have regularly scheduled work hours, this is entirely
discretionary. Many officer s, especially thosein aclinical setting, wor k morethan 8 hour sper day, and
on weekends or nights. Any work schedule developed to define " work hours' for an officer is for
administrative convenience only, and does not establish any rights for the officer or restriction on
management in making adjustmentsor changesasnecessary to meet program needs. Commissioned
officer swill comply with whatever requirementsareestablished by their OPDIVsand Programswith
regard to the documentation of attendance.

Flexitime. Thework hoursof an officer can befixed, or thestartingand endingtimescan beflexibleas
determined by the officer’s supervisor. Therefore, the general concept of flexitime applies to
commissioned cor psofficer sonly inthecontext of flexiblestartingand endingtimeson duty,and not in
definingany " basicwork requirement,” asprovided inthecivil servicedefinition of " flexitime." That
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is, it doesnot createan entitlement for theofficer towork only an 8-hour day, or prohibit management
from requiring additional work hourson any given day. Furthermore, an officer cannot earn credit
hours as can a civil servant.

AlternateWork Schedule. Thework hour sof an officer areestablished by thesupervisor and can beany
number of hoursin any typeof patter n consistent with theneedsof theprogram. Ther efor e, theconcept
of "normal" work hoursand " alter native" work hoursdoesnat apply toacommissioned cor psofficer.
A supervisor can establish any patter n of work hour sincludingapatter nthat isthesameastheschedule
of acivil servant if theneedsof theprogram aremet. However, such apattern doesnot entitlean officer
to a certain number of hoursor daysof "leave" as istheright of a civil servant. Furthermore, any
agreement reached by an officer and program supervisor, and any recor dskept astowork hoursof an
officer, does not create any entitlement to certain hoursor any days" off."

Any agreement as to work hours is purely discretionary and serves only as an administrative
convenience. OPDIV or Program officialsmay keep inter nal recor dsof officers' timeand attendancefor
wor k scheduling pur poses.

Therearesubstantial differencesbetween the PHS Commissioned Cor psand the Federal civil service
personnel systemswhich must betaken into consider ation when developing wor k schedulesand when
charging for annual leave. Listed below are some clarifications on these differences:

1 Annual leavefor commissioned officer sisgranted infull or wholecalendar daysonly. Therefore,
if an officer isscheduled towor k duringaparticular day and isgranted annual leavefor that day,
the leave shall pertain to the entire calendar day regardless of the number of work hours
scheduled for theofficer. Commissioned officer sar echar ged for aday of annual leavewithout
regard to the numbers of hoursworked or scheduled.

Commissioned officers are paid on a monthly basis and are not entitled to overtime pay
regardless of the number of hoursworked during a day, a week, or a month.

OPDIV or Program management hasaright to establish hoursduring which thework unit is
staffed and functioning, and to assign officers as needed to meet these staffing requirements.

Theconcept of compensatory timeisnot applicableto PHScommissioned officer sbecausethey
are subject to serve 24 hours per day, 7 days per week.

For example, if an officer works 12 hoursduring a particular day, he/sheisnot entitled to 4
hoursof credit timetobeapplied tohigher work scheduleat alater time. However, theofficer's
leave-grantingauthority doeshavetheprer ogativeto consider thenumber of hour stheofficer
had previoudy worked in deter miningfuturewor k schedulesfor theofficer, provided, of cour se,
that theleave-grantingauthority hasbeen authorized by the OPDIV or Program concerned to
establish work schedulesfor individual officersand employees.

FAMILY AND MEDICAL LEAVE ACT OF 1993
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This Act only pertainsto private and Federal civil service employees. Members of the Uniformed
Services are not covered in the definition of an eligible " employee" under Title! of the Family and
Medical Leave Act of 1993, and by Chapter 63 of Title5, United States Code (U.S.C.), asamended by
Titlell of the Family and Medical Leave Act of 1993. Therefore, PHS commissioned officersare not
eligiblefor or covered by the Family and Medical L eave Act of 1993.
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QUESTIONS AND ANSWERS

My civil servicecoworker was" furloughed" in December whilel wasworkingintheoutpatient
clinic. | wasscheduled tobeon annual leaveduringthelast 2weeksof December, but my leave
wascanceled sothat | could cover the outpatient clinic. Because my leavewascanceled, | had
over 60daysof annual leaveon December 31,1995. Inearly January, | wastold that | havelost
my leave in excess of 60 days on January 1, 1996. Recently, the Office of Management and
Budget (OMB) and the Office of Personnel Management (OPM) issued a policy allowing
restoration of lost leavefor someFeder al employees. Doesthis” leaver estoration policy” apply
to the PHS Commissioned Corps?

The " leave restoration policy" announced by OMB and OPM affects Federal civil service
employeesonly. Civil service employeesaregenerally covered by regulationsin Title5 of the
U.S.C., whilePHS commissioned officersarecovered by Title42 of theU.S.C. Title42 U.S.C.
210-1 covers PHS commissioned officer annual and sick leave and states:

" In accordancewith regulationsof thePresident, commissioned officer sof theRegular Cor ps
and officer sof theReser ve Cor pson activeduty may begranted annual leave and sick leave
without any deductionsfromtheir pay and allowances. Provided, that such regulationsshall
not authorize annual leave to be accumulated in excess of sixty days."

Therefor g, thestatutedoesnot per mit thecarry over of morethan 60 daysof annual leaveor the
restoration of annual leave lost under the use or lose palicy.

For further information about annual leave, refer to INSTRUCTIONSs 1 and 2, Subchapter
CC29.1 of the CCPM, and CCPM Pamphlets, “ Commissioned Officers Handbook,” and “ A
Supervisor’s Guide to the Commissioned Personnel System.”

A civil servicemember of my car pool announced that shewasgoingtobeoff on" sick leave" for
afew daysto stay at homeand takecareof her sick child. | wassurprised that shesaid shewas
using" sick leave' rather than" annual leave." Can PHScommissioned officer stake" sick leave"
in asimilar situation, i.e., to take care of a sick family member?

AsaPHScommissioned officer, you may only usesick leavewhen you per sonally ar ein need of
medical servicesor areincapacitated for performanceof dutiesby sickness, injury, or pregnancy
andrecovery after delivery. Commissioned officer smay not usesick leavetoattendtothehealth
needsof afamily member. However, officer sareper mitted tor equest and usetheir annual leave
for this purpose.

Y our civil servicecar pool member isusingher " sick leave" in accordancewith the Family and
Medical LeaveAct of 1993, signed by President Clinton on February 5,1993. TheFamily and
Medical LeaveAct of 1993 pertainstoprivateand Federal civil serviceemployees. Member sof
theUniformed Servicesarenot covered in thedefinition of an eigible" employee" under Title
| of theFamily and Medical L eave Act of 1993, or by Chapter 63 of Title5, U.S.C. asamended
by Titlell of the Family and Medical L eave Act of 1993.
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Oneof my PHS Commissioned Cor psphysiciansat our hospital hasrequested and been given
approval for an outsidework activity. Shehasasked for approval tobeaphysicianin a'free
clinic'inour community. | approved her request for outsidework activity after | wasconfident
that it would not affect her position and responsibilitiesat theduty station and that therewasno
conflict of interest. Sheisat the'freeclinic' either during her off hoursafter work or on non-
duty weekend days. | have been assur ed that shehas purchased her own medical malpractice
coveragefor the'freeclinic' position. Shehasalso obtained a physician’slicensetopracticein
thisState, asher out-of-Statemedical licensewasnot acceptabletothe'freeclinic' credentialing
and privileging committee.

Becauseof someschedulingchangesat the'freeclinic', shehasrequested to beoff on oneof her
regularly scheduled workdays during the week. Isit appropriate for her to complete and
present tomeaform PHS-1345, " Request and Authority for L eaveof Absence," sothat | can
approve a day of annual leave for her, thereby allowing her tofill in at the'freeclinic'?

Yes. Anofficer isrequiredtorequest annual leavefor any period of 1 workday or moreduring
which he/sheisrelieved from higher scheduled wor king hour sat theassigned per manent duty
station. Other types of leave such as station leave or administrative leave would not be
appropriatewhen theofficer isworkingduring normally scheduled working hour sat locations
not associated with his/her official gover nment duties. Thegrantingof thisofficer’srequest for
annual leaveisat thediscretion of her leave-grantingauthority. Thereisnoobligationtogrant
therequest if it interfereswith the officer’ sassigned duties.

| recently experienced adeathin thefamily. Whilethedeath wasnot unexpected, asmyrelative
was very sick and the hospital had alerted me to the seriousness of my relative's medical
condition, nonetheless| wasnot prepared todeal with thelatenight phonecall that | received.
I immediately tried to make some'tentative' plansand travel arrangementstoget totheother
Coast for thefuneral. Thenext morningl submitted aleaveslip (form PHS-1345," Request and
Authority for Leave of Absence") to my supervisor and leave-granting authority. In the
'Remarks' section of my leave dip | asked for 'bereavement' leaveto attend thefuneral. My
request for leavewasapproved, but my leave-grantingauthority commented, whenreturningthe
leavedip, that | would beon'emer gency' annual leave, rather than'ber eavement' leave. What’s
the difference?

The PHS Commissioned Corps does not have a category of leave called 'bereavement' or
‘compassionate’ leave. Theregulationsprescribethefollowing leave categories: annual, sick,
station, administrative, and court leave. Thesituation you presented would best bedescribed
asannual leave granted under emergency circumstances.
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Intheabovesituation, | didn’t haveenough annual leaveto cover my trip toattend thefuneral,
and spend an appropriateperiod of timeafter thefuneral with my family. | wasn’t surewhat to
do. Can leave be'advanced' in these situations?

I n casesof emer gency or extremehar dship, theleave-grantingauthority may grant annual leave
toan officer in advanceof itsactual accrual, not to exceed 30days. However, annual leaveshall
not beadvanced toan officer until after theofficer hasphysically reported tohis/her per manent
duty station upon CAD. Any deficit in theleave account at theend of theyear will becarried
forward to the next leave year for charge against annual leave accrued in the new year. Any
deficit in leave at the time of separation or retirement from active duty will require
reimbur sement from the officer.

Do officersaccrue annual leave whilein AWOL status?

No. An officer receivesno pay and benefits, including the accrual of and use of annual leave,
whilein AWOL status.

Theother day my hot water heater brokeand | bought anew one on theway homefrom work.
| arranged tohaveit installed thevery next day, aworkday. | immediately called my super visor
at hometotell her that | had tobeat homethenext morningwhentheplumber arrivedtoinstall
my new hot water heater. | asked her if | could please take the morning off, rather than the
wholeday off, explainingmy dilemma. Knowingthat | can only takeannual leavein wholedays,
and that this particular installation would only take a few hours, | asked for " administrative
leave" for the morning, indicating that | would come back into the office after lunch.

My supervisor said she'd get right back to me, after she checked with my leave-granting
authority. After checking, she called me back at home and told me my " station leave" was
approved. | appreciated theability tohavethetimeoff without havingtotakethewholeday off
asannual leave, but I’'m still alittleconfused. What isthedifferencebetween " station leave" and
"administrative leave" ?

Station leaveisany absencefrom duty for aperiod of lessthan onefull workday. Station leave
must be approved in advance (either orally or in writing) by the leave-granting authority.
Station leaveisnot aright; it isa privilege which should be granted prudently and only for
legitimater easons. A few examplesof common requestsfor station leaveinclude: beinghometo
letinand bewithrepair persons; attendingahomemortgageclosingat thebank; droppingyour
car off and picking it up at arepair shop or a car dealership; or going to a Parent-Teacher
conference at alocal eementary school.

Station leaveis also when an officer ison during off-work hours(i.e., the period between the
normal completion and commencement of scheduled working hours) on two consecutive
wor kdays. Said moresimply, you areon station leavefrom 5:00 p.m. on Tuesday to 8:30 a.m.
on Wednesday, if you normally work weekdays from 8:30 a.m. to 5:00 p.m.

Administrative leave istime away from theduty station that isof interest toboth theHHSand
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Q.

thePHSofficer asdeter mined by theleave-grantingauthority. Any absencefor afull work day
or moreisnormally char ged toannual leave. However , theremay besituationsin whichaPHS
officer may beexcused from his/her dutiesfor afull work day or morewithout chargetoannual
leave.

Common examplesof administrativeleavear easfollows: attending pr ofessional meetingswhen
not sponsored by your program and when the meeting is considered beneficial to both the
program and theofficer; or taking professional licensureor certifyingexaminations. An officer
may be granted up to 3 days of administrative leave before departure from hig’her old

duty station for the purpose of arranging the movement of household goodsto the new duty
station. Likewise, upon reportingat anew duty station, includingan officer’ sfir st duty station,
an officer may be granted up to 3 days of administrative leaveto seek or otherwise establish
residence at the new location.

Administrativeleavecannot begranted upon separation or retirement, and thePHSofficer has
alimit of 5daysper calendar year on administrativeleave. The5-day limit doesnot includeany
administrativeleaverequested and approved in conjunction with transfer toanew duty station.
Administrativeleaveislimited tothenumber of daysrequired for thepurposefor which it was
granted, including round trip travel timewhererequired, for example, totakealicensureor
certification examination. Absencefromduty for longer periodswill bechar gedtoannual leave.
Administrative leave shall not be authorized for non-professional personal reasons.

| just selected aPHS Commissioned Cor psapplicant for avacancy herein our operation. The
applicant isnow on order sfor hisCAD and heand hisfamily areexcited about comingtowork
for our program. Heknowsthat hewill ear n 2.5daysof annual leaveeach month. Hehasasked
if hecould get an advanceon hisfirst month’sleavetostop and visit somesitesbeforereporting
to duty later thismonth. 1'm not sure how to handle such arequest.

Theannual leavepolicy isvery specificabout thiscircumstance, i.e.," annual leaveshall not be
advanced toan officer until he/shehasreported tohigher permanent duty station upon CAD."
Additionally, if theofficer reportsin after heshould, hemay beconsidered AWOL. You may
consider approvingafuturerequest for annual leaveafter theofficer’sarrival at hisper manent
duty station and once you know the effect hisrequest for leave will have on your program.

AreparticipantsintheCOSTEPdigibletoreceivelump-sum paymentsfor accr ued but unused
annual leave?
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Participantsin Junior COSTEP (JRCOSTEP) arenot authorized lump sum leavepaymentsfor
annual leavenot used duringthetoursof duty for training. Their ordersindicatethemaximum
number of daysof leavethat will beear ned duringtheir tour sand thestatement that lump sum
leave paymentsarenot authorized. In addition, the JRCOSTEP CAD packetsincludein both
the General Information insert and a separate memo which indicates that JRCOSTEP
participantswill forfeit any unused annual leaveat theend of their tour of duty. Participantsin
Senior COSTEPwill beauthorized lump sum leavepaymentsunlessthey fail tofulfill theactive-
duty service obligation incurred asa result of HHS-supported long-term training.

In what type of leave status must an officer be while flying Space-A?

An officer must beon annual leavetosign up for Space-A travel, and must stay on annual leave
thetotal timehe/sheremainsonthesign-up list and on travel status. An officer isthereforenot
per mitted toreturntohis’her duty station whilesigned-up for an Air Mobility Command (AM C)
flight. Officersarereminded torequest sufficient annual leaveto cover situationswheretheir
return flights may be commercial rather than through AMC.

Should an officer beallowed tocarry their original leaverecord when transferringfrom oneduty
station to another because he/sheis concerned that therecord will belost?

No. The officer'sleave maintenance clerk isresponsible for transferring the officer's leave
record from higher original duty stationtoanocther. TheDivision of Commissioned Per sonnel
recommendsthat after theleaver ecord isaudited and certified that two photocopiesof theform
PHS-31, " Officer’sLeaveRecord” bemade. Onephotocopy should begiven totheofficer who
istransferring, and the second copy should beretained at the officer’s present duty station.

Theleavemaintenanceclerk at thenew duty station isresponsiblefor requesting theofficer’s
leaverecordsfrom theformer leave maintenanceclerk. Theoriginal leaverecordsshould be
forwar ded to the new duty station using a secure system such as Federal Express, Airborne
Express, or U.S. Postal Service (registered or certified mail).

After theleavemaintenanceclerk at theold duty station r eceivesconfirmation that thenew duty
station hasreceived theofficer’ sleaver ecor ds, thephotocopy beingmaintained by theold duty
station can be destroyed. A copy of the officer’s form PHS-31, together with copies of the
officer’sform PHS-1345,“ Request and Authority for L eaveof Absence,” all prior leaverecord
cards, and related cor respondence must bemaintained at theofficer’ sfinal duty station for at
least 2 yearsfor audit purposes.

An officer can hand carry only aphotocopy of his/her leaver ecord when transferringtoanother
duty station so he/shecan verify theaccuracy of thetransferred record or assist in replicating
therecord if theleaverecord islost or destroyed.

What type of leave should be charged when an officer is testifying in court because of
involvement in a traffic accident?

An officer is on ‘court’ leave if he/sheis. on jury duty; a witness for the U.S. or D.C.
government; awitness of behalf of Stateor local gover nment; awitnesson behalf of aprivate
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party inan official capacity; or awitnesson behalf of aprivateparty whentheU.S., D.C., State
or local government isa party in the suit.

An officer must takeannual leaveif he/sheisawitnesson behalf of a private party (including
himself/her self) or whentheU.S,, D.C., Stateor local gover nment isnot aparty tothelitigation.

What should an officer do if he/she becomesill when in terminal leave status?

Terminal leaveisany annual leaverequested and approved befor e, but taken after submission
of form PHS-1373, “ Request for Separation.” All terminal leave must be requested and
approved beforesubmitting form PHS-1373. Sinceno onecan predict theneed for sick leave,
if an officer becomesill while on terminal leave, he/she should notify higher leave-granting
authority. Theleave-grantingauthority must notify the Transactionsand Application Section,
Personnel Services Branch, DCP immediately by fax or telegram, so that appropriate
adjustmentsmay bemadetotheannual leaverecord. Theofficer must submit certification from
aphysician to higher leave-grantingauthority and request that theterminal leavebe changed
to sick leave.

Management officialsweresurprisedtolearnthat an officer under their supervisiondid not lose
hispay and allowancesfor an unauthorized absenceeven though theperiod of AWOL was noted
ontheofficer'sleaverecord card (form PHS-31). What stepsshould havebeeninitiated toplace
and remove the officer from AWOL status?

All AWOL must bereported promptly by theleave-grantingauthority inamemor andum by fax
or telegramtotheDirector, Division of Commissioned Personnel/HRS/PSC, 5600 FishersL ane,
Room 4A-15, Rockville, MD 20857-0001. Telephonesare: (301) 594-3000 (Voice), and (301)
594-2711 (Fax).

Theoriginal of any faxed memorandum should beforwar ded totheaboveaddr essimmediately
after faxing to DCP. The notification must be sent as soon asit is known that the officer is
AWOL and should indicatethedate AWOL began. Similarly, when an officer returnstoduty,
afax or telegram should be sent to the address above notifying DCP of the date the officer
returned to duty. Thisnotification must be sent assoon asit isknown that the officer isno
longer in AWOL statusand should indicatethedate AWOL ended. Inthismanner DCP can
correctly issuepersonnd order sthat will placean officer in, or removean officer from, anon-pay
and benefit status.

An officer wasarrested and isbeingheld in a correctional facility, pendingtrial for an alleged
felony. Under what conditions can the officer be granted annual leave?

Officerswhoarearrested andincar cerated by authoritiesaretobeplacedin AWOL status. An
officer cannot be granted annual leaveto serve periods of confinement or incar ceration.
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If aphysician confinesan officer toquartersduetoillnessor injury, isthat officer freetotravel
outsideof thearea (duty station or treatment facility) without an annual leave dip, duringthe
period of recovery?

No. Quarters mean wherethe officer residesin the local area. Annual leave dip would be
required to beabsent from thear eabecausetheofficer isnot availabletoreturntoduty andis
not availableto return to see a physician if necessary.

I f an officer wantsto convalesce somewher eother than hig’her own quarters, must theagency
approve such an absence from the area?

Convalescing somewher eother than quarter srequiresagency approval andtheMedical Affairs
Branch, DCP, should be consulted to determine the prudence of such. CCPM, Subchapter
CC29.1,INSTRUCTION 4,“ Sick Leave,” dated September 25,1997, Section C.1.a., statesthat
“ an officer will beresponsiblefor keepingthesupervisor infor med of hisher whereaboutsat all
times during the period of sick leave, and requesting and obtaining in advance (except in
emer gencies), thesupervisor’ sper mission tobeaway fromthelocal areasof theduty station and
of theusual residence.”
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ATTACHMENT 1

Determining Leave for Service of Less Than a Month

1 Thefollowing Tablewill beused todeter minetheamount of leaveear ned for themonthinwhich
an officer is (1) called to active duty, or (2) restored to a pay status from leave without pay.

First Day of ActiveDuty is

L eave Credited That Month

st - 6th 2-1/2 days
7th - 12th 2 days
13th - 18th 1-1/2 days
19th - 24th 1day
25th - 31st 1/2 day
2. Thefollowing Tablewill beused todeter minetheamount of leaveear ned for themonthinwhich

an officer is(1) separated from the Public Health Service Commissioned Corps(termination,
inactivation, retirement, or death), or (2) placed on leave without pay

Last Day of Active Duty is

1st
7th
13th
19th
25th

6th

12th
18th
24th
31st

30

L eave Credited That Month

1/2 day
1day
1-1/2 days
2 days
2-1/2 days
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ATTACHMENT 2

Form PHS-1345, " Request and Authority for Leave of Absence”
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ATTACHMENT 3

Form SF-1150, " Record of L eave Data"
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ATTACHMENT 4

Form PHS-31, " Officer's L eave Record"
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ATTACHMENT 5

Form PHS-3842, " Report of Commissioned Officer Annual L eave"

|
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ATTACHMENT 6

Sample M emorandum Requesting L eave Record

Date:

From: (Gaining Supervisor or Leave-Granting Authority)
Subject: Requesting Transfer of L eave Record

To: (Losing Supervisor or Leave-Granting Authority)

Wewould liketorequest theleaverecord for _(Officer'sRank and Name) , aPublic Health Service
Commissioned Cor psofficer previously assigned to your organization, who accepted a position in our

organization on (Date) . Please submit the officer’s leave record to this office (New
Organization and Address) :
Should you have any questions, please call (Name of L eave Maintenance Clerk) at _
(Telephone Number)

IS

Gaining Supervisor
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ATTACHMENT 7

Sample Memorandum Transferring L eave Record

Date:

From: (Losing Supervisor or Leave-Granting Authority)
Subject: Transfer of Leave Record

To: (Gaining Supervisor or Leave-Granting Authority)

Transmitted herewith istheleaverecord for _(Officer'sRank and Name) , a Public Health Service
Commissioned Cor psofficer whowasprevioudly assigned tothisorganization. Thisofficer transferred
to your office effective _(Date) .

We would appreciate your calling (Name of L eave Maintenance Clerk) at (Telephone Number) to
acknowledgereceipt of the leaverecord.

IS
L osing Super visor

Attachment
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ATTACHMENT 8

Form PHS-1373, " Separ ation of Commissioned Officer"
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